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Lee Park Golf Club


GOLF CLUB MANAGER:  JOB DESCRIPTION

	Reports to:          Directors of Lee Park Golf Club

                            

	Liaison with:       Committee members and sub-committees and other volunteer post holders

	Direct Reports:    Club Secretary, Accounts Clerk, Green Staff, Catering Staff and General 

                            Staff


Main Purpose of the job

1. To have responsibility for all aspects of the administration and running of the Club and its premises within the framework of the Club’s Business Plan, Policies, Procedures and Budgets.

2. To action directives from the Council in a timely, professional manner and to provide support as well as monthly and other reporting to ensure delivery of key Business Plan milestones.

3. To achieve high performance from all staff by utilising effective leadership and management techniques.

4. To bring industry best practice to all areas of the Club’s activities and play a pivotal role in delivering the Club’s operational, financial and strategic goals.

5. To provide good communication to the Club’s members and other key audiences.

6. To be the first point of contact for members and visitors and to promote the Club externally and internally in a professional and friendly manner thereby enhancing the reputation of the Club.

7. To manage all aspects of the running of the Club on a day to day basis.

8. To oversee the Club’s financial reporting and controls in conjunction with the Club’s external Accountant and Treasurer.

Key areas of responsibility

Marketing
1. In conjunction with the Marketing, Membership and Visitor sub-committees, initiate and deliver activities to attract new members and to increase the number of visitors in line with the Club Business Plan.

2. Manage the Club website and ensure that it provides up to date, relevant and interesting content for members and visitors.

3. Promote the Club through local and national media relationships and other partner networking opportunities.

4. Work in partnership with the Professional, Catering Manager and local tourism partners to create and effectively market attractive visitor and society day packages.

5. Increase revenue from sponsorship through developing relationships with new and existing partners, both locally and regionally.

Communication
1. Manage the Club’s digital communication with members and visitors, including e-newsletters, e-mail updates and social media, embracing new ways of improving communication as opportunities arise, with support from the Membership Committee.

2. Manage communication within the Clubhouse, including keeping notice boards up to date and relevant, ensuring competitions, social events and other Club activities are promoted.

3. Manage communication with the Captain, Ladies’ Captain, Board and Committees, ensuring regular and timely updates of all matters of importance affecting the well-being of the Club and its’ members.

4. Act as a reliable and informative point of reference to members on Club and golf matters.

5. Obtain and interpret regular feedback from members and visitors concerning all aspects of the Club’s operation.

6. Build and maintain beneficial relationships with England Golf Limited, local golf clubs and other industry organisations as appropriate.

People Management and Leadership
1. Manage the recruitment, training and development of the Club’s staff.

2. Ensure consistent high standards of staff performance of ongoing direction and the setting and monitoring of clear goals and targets for all staff with annual appraisals.

3. Liaise with the Social & Catering Chairman and Catering Manager to ensure that the bar and catering offer good quality service, meeting member and visitor expectations in a profitable manner.

Course Management
1. In conjunction with the Head Greenkeeper and Greens Chairman ensure that the course and course plant machinery are maintained and developed in line with the Club’s Business Plan and the directions of the Board.

2. Liaising regularly with the committees and Council and preparing appropriate reports for Council meetings. 

3. Ensure that acceptable standards of behaviour are adhered to on Club property.

Administration
1. Manage the Club’s administration in a structured and efficient manner including subscriptions, invoicing, member events, committee meetings minutes and communication.

2. Manage and take responsibility for all accounting procedures ensuring that all audit requirements are met.

3. Manage the administrative ICT facilities, reprographics, records and telephones.

4. Establish and maintain an overview of future technology and systems to enhance business provision.

5. Ensure compliance and data protection regulations.

6. Ensure the Club’s property is maintained in an Asset Register to a high standard.  Regular reviews will identify maintenance and investment requirements for prioritisation and approval by the Board.

7. Negotiate contracts, tenders and service level agreements to ensure the most efficient use of resources and best value for money at all times.

8. Control all insurance and security issues ensuring that all risks are adequately covered (Caretaker position).

House/Food & Beverage
1. In conjunction with the House Chairman/F&B Manager ensure that the bar and catering facilities are efficiently run and meet the needs of members and visitors.

Policies
1. Ensure compliance with all statutory and local government legislative requirements including but not limited to Licensing, Health & Safety, Employment and relevant Policies.

2. To maintain and update the Club’s Policies and Procedures as appropriate.

3. Oversee and implement the Club’s Safeguarding & Protecting Children Policy, ensuring that  relevant staff members and volunteers are adequately checked and trained.

Finance

1. Actively participate in the preparation of the Club’s ongoing Business Plan and Annual Budget.

2. In conjunction with the Club Treasurer, monitor actual performance and key variances with monthly reports to the Committee/Board.

3. Ensure regular stocktakes are conducted with investigation of material variances, where appropriate.

4. Ensure financial processes and controls maximise cash flow for the Club through prompt invoicing, credit control and banking.

5. Ensure that the purchase of revenue and capital items are controlled and documented; seeking best value for the Club at all times.

6. In conjunction with the appropriate committee member(s), project manage the delivery of capital projects in line with the agreed Business Plan and Budget ensuring that 3 quotes are obtained.

7. Reconcile and control all of the Club’s income streams – Membership Subscriptions, Green Fees, Sundry income and Sponsorship.

8. In conjunction with the Club’s External Accountant ensure that all period and reporting deadlines are met.

9. Provide monthly payroll date to the Club’s External Accountant and check outputs.

10. Ensure the VAT and PAYE/NI amounts due to HMRC are submitted by the due dates.

Health & Safety
1. Ensure that the Club adhere and implement sound H & S Policy and procedures in all areas, including, housekeeping, insurance and risk management fire safety and security, course and food & beverage management.

Junior Development
1. To support the Club’s Junior Section and Club Golf programme through co-ordination with the junior sub-committee and professional.

2. To liaise with the local schools to ensure regular promotion of the Club to potential junior members and their partners.

3. To support the junior organiser with the management of the junior membership database and junior membership packages.

Indicative knowledge, skills and experience

· Appropriate financial/accounting qualification or equivalent

· Excellent numeracy, literacy and ICT skills

· Computer literate, with up to date knowledge of golf club software packages, e.g. BRS, V1 with experience of setting up databases, spreadsheets and word processing documents.
· Knowledge of Quickbooks.
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